
Land & Water Conservation Fund 
Grant Manual 
 
Preface 
 
The Land and Water Conservation Fund Act of 1964 (LWCF) was established to assist 
federal, state and local governments in the acquisition and/or development of public 
outdoor recreation facilities. Administered at the federal level by the National Park 
Service and at the state level by the Bureau of Parks and Lands in the Maine Department 
of Conservation, LWCF grants can provide up to 50% of the allowable costs for 
approved acquisition or development projects. 
This manual is intended to provide general information about the Land and Water 
Conservation Fund program, including the steps a potential sponsor must take to apply. A 
municipal agency that is interested in submitting a proposal should contact the Grants 
and Community Recreation Division of BP&L at the address below for assistance and 
guidance in the application process. 
 
Grants and Community Recreation Division 
Bureau of Parks and Lands 
22 State House Station 
Augusta, Maine 04333 
 207-287-2163 
Mike Gallagher, Program Manager  
E-mail address: mike.gallagher@state.me.us 
 
Note: 
This booklet should be retained in the sponsoring agency’s project file following the 
submission of an application. Contents of this booklet include information and directions 
regarding future actions that must be taken if the application receives preliminary state 
approval. 
 
 
Section I: LWCF - General Information 
 
1. What is the Land and Water Conservation fund? 
 
The Land and Water Conservation Fund is a federal grant program through the National 
Park Service (NPS), authorized by Congress to fund up to 50% (on a reimbursement 
basis) of allowable costs for the acquisition and/or development of public outdoor 
recreation facilities. The program is administered under the direction of the State Liaison 
Officer (SLO) appointed by the Governor. No direct contact is maintained by a project 
sponsor and the NPS. All correspondence must be directed through the office of the SLO 
in the Bureau of Parks and Lands, Maine Department of Conservation. 
 
2. Who may apply for LWCF funding? 
 



State and municipal public agencies may make application under this program. However, 
special purpose agencies such as Water Districts may not. The sponsor must hold title to 
the property on which the proposed outdoor recreation facility is to be located. 
 
3. What projects are eligible for assistance? 
 
Generally the acquisition and/or development of outdoor recreation facilities intended for 
either active or passive public use are eligible for financial assistance. Only projects in 
accordance with the current State Comprehensive Outdoor Recreation Plan (SCORP) 
may be considered. The proposed facility should provide recreation uses more 
appropriately provided by a public agency than those that could be supplied by private 
enterprise. The preliminary eligibility of a particular proposal will be established through 
a pre-award site inspection by a representative of the Grants and Community Recreation 
Division. The inspection must be requested by an authorized agent of the potential 
sponsoring agency. 
 
4. How are projects selected for funding? 
 
Eligible proposals are rated by the grants staff using the state and NPS approved Open 
Project Selection Process. Criteria used for selection include, but are not limited to, local 
planning efforts, establishment of documented need, project design/cost ratio, and 
sponsor capability. The availability of funding appropriated by Congress in each fiscal 
year will affect the number of grants that can be awarded in that year. 
 
5. How may matching funds be raised? 
 
Local matching funds generally are raised through use of tax dollars, bond issues, 
donations and fund raising events. LWCF funds may not be matched by other federal 
funds unless the statutory provisions of the subsequent federal grants program explicitly 
allows recipients to use such assistance to match other federal funds.  
 
6. Are there any prerequisites to application? 
 
Prior to application, the potential sponsor must have established a project committee. 
This committee shall have a minimum of three (3) and a maximum of seven (7) members 
with overlapping terms of tenure to ensure continuity of progress despite the inevitable 
change of municipal personnel. One member of the committee shall be designated as the 
day-to-day contact person for the project. 
 
7. What costs are allowable? 
 
This is most easily answered by placing costs into either of two categories: 
(a) Acquisition: Acquisition is defined as ; “The gaining by purchase or donation of 
property rights including but not limited to fee simple or easements, for public use.” Only 
the purchase price and any cost incurred under the Federal Uniform Relocation 
Assistance Act of 1970 are allowable. Reimbursement shall be based on the fair market 



value of the property as determined by an approved appraisal or the actual purchase 
price, whichever is less. Incidental costs such as legal fees, surveys, appraisals, etc. are 
not allowable. 
(b) Development: Defined as, “The construction of facilities necessary for the enjoyment 
of outdoor recreation resources.” Most of the direct costs of construction of a facility are 
allowable. Administrative costs, certain types of buildings, and the purchase of 
operational or maintenance equipment are not allowed.  
 
8. How is the project sponsor reimbursed for project costs? 
 
As project costs are incurred they are paid by the sponsor. Proof of payment along with 
all required documentation is then forwarded to BP&L for reimbursement. Sponsors will 
be provided with a fiscal procedures booklet with complete billing and reimbursement 
requirements. Reimbursements generally take 4-6 weeks to process and provide payment 
to the sponsor. Reimbursements may be requested as often as once a month. 
 
9. What “strings” are attached to the acceptance of federal funds? 
 
Each sponsor of an LWCF project must sign a standard agreement (contract) which binds 
the sponsor to certain legal obligations. Among these obligations are: 
Retention: the facility must remain in public ownership for outdoor recreation purposes 
in perpetuity. Should all or a portion of the facility assisted with federal funds be 
converted to other uses (school, public building, etc.), the sponsor is required, by Section 
6(f)(3) to replace the converted property with land having: 1) equal value; and 2) at least 
equivalent recreational usefulness, 
Operation: the facility must be operated to allow public use for outdoor recreation. 
Maintenance: the facility must be maintained in a manner so as to be attractive and 
inviting to the public. 
Acknowledgment: suitable permanent acknowledgment of LWCF assistance must be 
provided at the project site (plaque, sign, etc.) 
 
10. Are LWCF funds available for operation and maintenance? 
 
No; the sponsor is responsible for the costs of operating and maintaining the completed 
facility. 
 
11. Can a sponsor charge fees for the use of the facility? 
 
Yes. Fees may be charged and the income used to defray the costs of operation and 
maintenance. If fees are charged, there may be a reasonable difference in the fee schedule 
for residents of the sponsoring community and for nonresidents (general rule is no greater 
than double). Fee schedules must be approved by the SLO.  
  
Section II: Application Procedures 
 



Step One - The community must request a site inspection by the Grants and Community 
Recreation Division to determine preliminary project eligibility.  An authorized 
representative of the prospective sponsoring agency must be present for the inspection.  
Step Two - Project Committee members gather required information and documentation 
for application (see application checklist) which must be submitted to the Bureau of 
Parks and Lands on or before the specified deadline. 
Step Three - Project proposals are reviewed by staff using the Open Project Selection 
System. Projects are ranked in priority order for approval dependent on availability of 
funds. Following state approval sponsors are notified of status and future disposition. 
Step Four - Sponsors of approved projects may be required to submit additional 
documentation prior to the Bureau of Parks and Lands submitting applications to the 
National Park Service for federal approval. Federal approval may take between 4 - 6 
weeks, but can be longer in situations including donation of property or other unusual 
circumstances. 
Step Five - Upon receipt of federal approval the state project officer notifies the project 
sponsor. A project agreement between the State and the local sponsor is drawn up and 
signed by representatives of both parties. The General Provisions, which describe the 
sponsor’s responsibilities under the LWCF Act, are included as part of the project 
agreement. 
Step Six - Project development plans are finalized and must be approved by the state 
project officer before bids for construction are solicited. Bids are received and project 
contract is awarded. Construction of facility begins. State project officer will make 
periodic inspections to view progress. 
Note: (a) Bids or quotes for project work must not be solicited prior to federal approval 
of the project or before state authorization to proceed. Except for some engineering, costs 
incurred prior to the date of federal approval will not be eligible. 
(b) Federal regulations provide for reimbursement on the basis of the lowest qualified bid 
or quote. 
Step Seven - Upon notification by project sponsor that work is completed, state project 
officer will conduct a final inspection. If the work is accepted as being in accord with the 
project agreement and approved plans, a final billing will be processed and the project 
will be closed out.  
 
Section III: Application Checklists 
 
I. Acquisition Application  
All acquisitions assisted by federal funds require compliance with the “Uniform 
Relocation Assistance and Real Property Acquisition Act of 1970 (P.L. 91-646). This law 
defines the procedures that must be followed in acquiring real property.  
A. Appoint Project Committee (Required) 
B. Select site. Site selection is usually done by one of two methods. One being that the 
land is for sale on the open market. The second being the sponsor expressing an interest 
to the owner. If the property is for sale, a minimum of a 90 day first refusal (with no 
indication of an agreed-upon sale price) should be obtained. If donation of land is 
involved, contact Grants staff for further information. 



C. A site inspection by the state project officer will determine if the proposed acquisition 
is eligible for federal cost-sharing. 
D. Appraisal funding - the sponsor must secure funds to hire a qualified appraiser. This 
cost is not reimbursable by LWCF funds. 
E. Assemble property information for appraisal. Have a title search performed by an 
attorney. This will ensure that the owner has merchantable title and will provide copies of 
deeds and a ten-year history of conveyances will be incorporated in the appraisal. It may 
be necessary to prepare a legal description of the proposed acquisition at this time. Note 
any easements, rights-of-way, possible dimension changes. 
F. Engage a qualified appraiser. The state project officer can supply a partial list of 
names if necessary as well as a copy of the required appraisal format. 
G. The Property owner or his/her representative must be given the opportunity to 
accompany the appraiser during the inspection of the property. His/her acceptance or 
refusal of this right must be documented in writing. 
H. Appraisal Review - the sponsor must provide an original and one copy of the 
completed appraisal to the Grants and Community Recreation Division for review. It is 
suggested that the sponsor retain a portion of the appraiser’s fee until the report is 
approved by the state. 
I. Submit the completed application materials listed below to the Grants and Community 
Recreation Division of the Bureau of Parks and Lands: 
1. Letter of transmittal 
2. Legal authority to apply (Project Certification) 
3. Application for federal assistance (SF424) 
4. Proposal narrative 
5. Project maps 
6. Project cost estimates 
7. Environmental assessment 
8. Project timetable 
9. Copy of applicable municipal recreation plan/comprehensive plan 
10. Debarment certification 
11. Other special circumstances documentation as may be necessary. 
J. Intergovernmental review is necessary for all projects involving federal funds. Mail 
one copy of the completed SF424 plus the Location Map and Boundary Map to your 
regional planning agency and one copy to the State Planning Office, Intergovernmental 
Review Coordinator 338 State House Station, Augusta, ME 04333. 
 
No formal negotiations (e.g. Sales agreements) may be conducted until after an 
appraisal is completed and written authorization from the state project officer is 
received. 
 
II. Development Application  
 
A. Formation of Project Committee (required) 
B. Appropriate site data must be compiled to be sure the site is adaptable to the intended 
use. This data should include: 
1. location of property lines; 



2. adjacent land uses; 
3. soil type information; 
4. drainage information; 
5. and, ideally, a topographical survey. 
C. A site inspection by the state project officer will determine if the proposed 
development is eligible for federal cost sharing. 
D. A preliminary site plan should be made indicating all existing facilities and adjacent 
land uses. The site plan should indicate the location and orientation of proposed facilities 
as well as the location of any planned future facilities. 
E. Develop preliminary cost estimates of the proposed development. 
F. Submit the completed application materials to the Grants and Community Recreation 
1. Division. 
2. Letter of transmittal 
3. Legal authority to apply (project certification)  
4. Application for Federal Assistance (SF424) 
5. Proposal narrative 
6. Maps 
7. Project cost estimates 
8. Environmental assessment 
9. Work progress time table 
10. Copy of municipal recreation plan/comprehensive plan 
11. Debarment certification 
12. Other special circumstances documentation as necessary. 
G. Intergovernmental review is necessary for all projects involving federal funds. Mail 
one copy of the completed SF424, a copy of the project location map and a copy of the 
project boundary map to your local regional planning agency and to the State Planning 
Office, Intergovernmental Review Coordinator, 38 State House Station, Augusta, ME 
04333. 
Caution: Do not proceed with bidding or construction without written authorization 
from the state project officer. 
 
Section IV: Application Documentation 
 
A number of distinct elements constitute an application. Each must be addressed as 
completely and accurately as possible since grant awards are made on the basis of 
submitted information. The original application must be submitted to the Grants and 
Community Recreation Division on or before the announced deadline (check with 
Division staff to confirm date). 
 
1. Letter of Transmittal  
This letter transmits the project application to the Grants and Community Recreation 
Division and should be addressed to the State Liaison Officer. The letter of transmittal 
must do three distinct things: 
Designate a project leader who will be the primary individual responsible for the 
implementation of the project: include the individual’s name, address and daytime phone 
number. 



Certify that if the grant is awarded, the applicant will comply with all applicable local, 
state and federal regulations concerning acquisition and/or development of the proposed 
project. 
Identify the type of assistance being sought (acquisition, development or combination 
acquisition/development). 
The letter of transmittal must be signed by the chief executive of the applicant 
jurisdiction or his/her designee. Appendix A provides a sample letter of transmittal. 
 
2. Legal Authority to Apply 
 The legislative body of the sponsoring agency must pass the necessary warrant articles 
or resolves to satisfy the language of the Project Certification. If an announced deadline 
does not permit this step to be performed  prior to submission of the application, 
submission of the Project Certification may be done after the application submittal 
deadline. If the Project Certification does not accompany the application due to time 
constraints, a letter from the chief executive officer indicating when such action is 
scheduled must be included. See Appendix B for Project Certification wording and a 
sample letter. 
 
3. Application for Federal Assistance (Standard Form 424) 
Standard Form 424 (SF-424) is prescribed by the Office of Management and Budgeting 
(OMB) Circular A-102. See Appendix C for instructions on completing SF-424, 
Appendix D for an example of a completed form and Appendix E for a blank copy which 
may be photocopied and used by the applicant. 
 
4. Project Narrative 
A narrative statement addressing the project criteria must be included in the application. 
The information in the narrative will help determine the numerical score and relative 
priority of the proposed project.  Each item in the narrative is keyed to a corresponding 
item in the Open Project Selection System (OPSS) and carries a numerical value. The 
OPSS is a part of the SCORP documentation and may be reviewed by requesting a copy 
of SCORP from the Planning Division of the Bureau of Parks and Lands - 287-4962. 
Responses to narrative items should be brief but concise and sufficiently documented to 
give reviewers the information necessary to evaluate the proposal.  
 
5. Maps/Plans 
Accurate maps and site plans are an important part of any successful proposal and can 
help to make review of the project easier. Where feasible, maps should be submitted on 8 
½ x 11” paper. Appendix F contains sample maps.  Each application must contain the 
following: 
A. Location Map - this map indicates the location of the project in the community. 
B. Legal Boundary Map - this map must contain references to the property lines and 
dimensions of the land to be acquired or developed with assistance from federal funds. 
The map must be sufficiently detailed to identify the land which will be subject to 
Section 6(f)(3) of the Land and Water Conservation Fund which requires permanent 
retention of the property for public outdoor recreation use. 
(1) The following methods of defining property boundaries are acceptable: 



(a) Deed references 
(b) Adjoining ownership 
(c) Adjoining water bodies 
d) Adjoining streets and roads 
(e) Metes and bounds 
(f) Where one or more of the above are not available or suitable,  measurements from 
permanent markers or locators may be used. 
 
6. Project Cost Estimates 
Project cost estimates must provide reviewers with sufficient information to determine 
what work is to be done in developing the project or what the cost of acquisition is 
expected to be. Appendix G includes sample cost estimates for both acquisition and 
development projects. 
Acquisition - estimates of acquisition projects costs will include the cost of the property 
to be acquired (as determined by an approved appraisal) and any applicable costs of 
relocation. Costs of appraisals, surveys and legal fees are not reimbursable. 
Development - estimates of projects that involve construction costs of facilities will 
include a breakdown by work element of all costs necessary for the completion of the 
project (may include engineering). 
 
7. Environmental Assessment 
An environmental assessment that addresses the impact of the proposed  project on the 
property in question and surrounding areas must be prepared according to the information 
in Appendix H. In rare instances, projects will require more complete environmental 
impact studies. 
 
8. Project Timetable  
A timetable, in months, must be prepared indicating major milestones for completion of 
all work to be assisted with federal funds. The starting date should be listed as “Month 
One - Grant Approval Awarded,” followed by monthly increments thereafter.  For 
example: “Month 2 - Construction documents complete; Month 5 - Bids awarded; Month  
7 - Construction start; Month 10 - Construction substantially complete.” Construction 
activities should be initiated by the end of the first full construction season following 
grant approval and must be completed by the end of the project period which shall be 
indicated on the project agreement signed at the time of project approval. 
 
9. Copy of Local Comprehensive Plan/Recreation Plan/CIP 
Include, if available, a current copy of the community plan (comprehensive plan, 
recreation plan, etc.) that provides evidence of the need for the facility being proposed. If 
none of these exists, or the facility is not identified in such a plan, include documentation 
indicating what level of public participation has been involved in planning for the 
proposed facility and/or acquisition/development of outdoor recreation facilities in 
general.  
 
10. Debarment Certification 



Each applicant must complete and have signed by an authorized representative of the 
sponsoring entity a copy of the federal form, “Certification Regarding Disbarment, 
Suspension, Ineligibility and Voluntary Exclusion.” This form certifies that the applicant 
and any agents employed by or performing service for the applicant have not been 
disbarred or otherwise restricted from entering into contracts or performing work in any 
circumstances in which federal funds are involved. 
 
11. Other “Special Circumstances” Documentation as necessary 
In certain circumstances, there may be need for additional information to support a 
proposal application. This is particularly possible for any project that involves 
development on school property. In those instances, at a minimum, a Joint Use 
Agreement must be prepared which indicates the intention of the school and community 
to share use of the facility and which allows general public access. Such an agreement 
must be signed by all parties involved and must be approved by the State Liaison Officer. 
A sample is included in Appendix I. 
 
 


